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Processing Additional Pays Overview 

Additional pay refers to earnings that an employee will be paid as a static amount on a regular basis in 

addition to their regular pay.  Additional pays are used for fixed, recurring payments such as 

reimbursement for use of personal cell phone or temporary pay.  Additional pay is effective dated in 

Cardinal and may be updated manually online, through an interface, or via mass upload.   

If the effective date for an additional pay is in the past, enter that date as the effective date.  In these 

cases, the Payroll Administrator will need to perform a retroactive calculation and enter the retroactive 

amount in the Single-Use Payroll Online Tool (SPOT).   

If mid-pay period changes require a partial amount payment, the effective date should be the end date of 

the prior pay period.  The Payroll Administrator will need to calculate the prorated amount prior to 

entering the partial payment in SPOT. 
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Creating Additional Pay 

1. To create an additional pay for an employee, navigate to the Create Additional Pay page using 

the following path: 

Navigator > Payroll for North America > Employee Pay Data USA > Create Additional Pay 

The Create Additional Pay Search page displays. 

 

2. Search for the applicable employee by entering the Employee ID in the Empl ID field. 

Note: You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each employee.  

For further information on searching for employees, see the WBT titled NAV205 Navigation in 

Cardinal HCM.  This WBT can be found on the Cardinal website under Learning. 

3. Click the Search button. 
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The Create Additional Pay page displays for the applicable employee. 

 

4. If this is the employee’s first additional pay item (i. e. Earnings Code field is blank), proceed to 

Step 5.  If the employee has at least one existing additional pay item (i. e. Earnings Code field 

contains a value), first click the Add a New Row icon (+) to the right of the Earnings Code field in 

the Additional Pay section to add a new additional pay item, and then proceed to Step 5. 

Note:  A list of Earnings Codes to be entered by HR Administrators are listed in the last section of 

this Job Aid. 

5. Select the applicable Earnings Code for the type of additional pay being added using the Earnings 

Code Look Up icon. 

Note: For further information on earnings codes, see the Job Aid titled PY381 Earnings Codes.  

This Job Aid can be found on the Cardinal website in Job Aids under Learning. 

6. The Effective Date field defaults to the current system date.  Update this date to the beginning 

date of the pay period when the additional pay should start using the Calendar icon as needed.   

Note:  If the effective date is in the past, enter that date as the effective date.  The Payroll 

Administrator will need to perform a retroactive calculation and enter the retroactive amount in 

SPOT.  For further information on effective dating, see the Job Aid titled HR351 Overview of 

Effective Dating.  This Job Aid can be found on the Cardinal website in Job Aids under Learning.    

7. Enter “1” in the Addl Seq Nbr field.  
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8. Leave the Rate Code field blank as it is not utilized in Cardinal. 

9. Enter the fixed amount of the additional pay in the Earnings field. 

10. Leave the Hours field blank.   

11. Optionally, enter the total sum amount to be paid to the employee in the Goal Amount field. 

12. Leave the Sep Check Nbr field blank.   

13. Optionally, enter/select an end date for the additional pay using the End Date Calendar icon.  This 

date should be the end date of the pay period in which the additional pay should stop. 

Note: If both a goal amount and an end date are defined, the additional pay will end based on 

whichever event occurs first. 

14. Optionally, select the applicable reason for the additional pay using the Reason field dropdown 

button. 

15. Leave the Hourly Rate field blank as it is not utilized in Cardinal. 

16. The Goal Balance field is systematically populated.  If a goal amount is entered for the additional 

pay, the Goal Balance field will automatically calculate and display after each pay cycle with the 

remaining amount to be paid to the employee.  

17. Leave both the Disable Direct Deposit and Prorate Additional Pay checkbox options unchecked. 

18. Select the OK to Pay checkbox option. 

19. Do not change the Applies to Pay Periods section.  This section is auto populated based on the 

frequency in which the employee’s salary is paid. 
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Sample Create Additional Pay page with the Payment Details and Applies to Pay Periods sections 

completed. 

 

20. Click the Expand icon (>) to the left of the Job Information.  
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The Job Information section displays. 

 

21. Click the Edit ChartFields link. 

Note: Do not update any other field in the Job Information section. 

The ChartField Common Component page displays in a pop-up window. 

 

22. Enter the applicable ChartFields distribution information for the additional pay transaction as 

needed. 

23. Click the Ok button. 

  



HR Job Aid 

 HR351 Processing Additional Pays
   

Rev 9/23/2021  Page 7 of 16 
 

 

The Create Additional Pay page returns. 

 

24. Click the Save button. 
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Updating an Additional Pay 

1. To update an additional pay for an employee, navigate to the Create Additional Pay page using                                                                                                                                             

the following path: 

Navigator > Payroll for North America > Employee Pay Data USA > Create Additional Pay 

The Create Additional Pay Search page displays. 

 

2. Search for the applicable employee by entering the Employee ID in the Empl ID field. 

Note:  You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each employee.  

For further information on searching for employees, see the WBT titled NAV205 Navigation in 

Cardinal HCM.  This WBT can be found on the Cardinal website under Learning. 

3. Click the Search button. 
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The Create Additional Pay page displays for the applicable employee. 

 

4. Locate the existing additional pay row that that needs to be updated using the navigational arrows 

within the Additional Pay section as needed. 
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The applicable additional pay displays. 

 

5. Click the Add a New Row icon (+) within the Effective Date section. 
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A new effective dated row displays. 

 

6. The Effective Date field defaults to the current system date.  Update this date to the start date of 

the pay period in which the update should take effect using the Calendar icon as needed. 

Note: For further information on effective dating, see the Job Aid titled HR351 Overview of 

Effective Dating.  This Job Aid can be found on the Cardinal website in Job Aids under Learning. 

7. The information within the Payment Details section carries forward from the previous effective 

dated row.  Make the required updates. 

8. Once all required changes have been made, click the Save button.  
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Stopping an Additional Pay 

1. To stop an additional pay for an employee, navigate to the Create Additional Pay page using the 

following path: 

Navigator > Payroll for North America > Employee Pay Data USA > Create Additional Pay 

The Create Additional Pay Search page displays. 

 

2. Search for the applicable employee by entering the Employee ID in the Empl ID field. 

Note:  You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each employee.  

For further information on searching for employees, see the WBT titled NAV205 Navigation in 

Cardinal HCM.  This WBT can be found on the Cardinal website under Learning. 

3. Click the Search button. 
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The Create Additional Pay page displays for the applicable employee. 

 

4. Locate the existing additional pay row that that needs to be stopped using the navigational arrows 

within the Additional Pay section as needed. 

5. Click the Add a New Row icon (+) within the Effective Date section. 
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A new effective dated row displays. 

 

6. The Effective Date field defaults to the current system date.  Update this date to the end date of 

the pay period in which the update should stop using the Calendar icon. 

Note:  For further information on effective dating, see the Job Aid titled HR351 Overview of 

Effective Dating.  This Job Aid can be found on the Cardinal website in Job Aids under Learning. 

7. Select the applicable end date for the additional pay using the End Date Calendar icon. 

  



HR Job Aid 

 HR351 Processing Additional Pays
   

Rev 9/23/2021  Page 15 of 16 
 

 

The Create Additional Pay page builds. 

 

8. Click the Save button. 
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Additional Pay Earnings Codes and Descriptions 

The Earnings Codes list below will be used by HR Administrators to enter Additional Pay rows of data. 

 

 

 

 


